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30 Pwcenber 1950

YENCRANDUN FOR3  Chief, Bullding “aintenance and U411ities Branch
Chief, Ceneral Services Branch
Chief, Real Fstats and Construction Branch
Chief, Resrodustion Branch
chief, Transportation Pranch

ETRSICTy  Sunday and Hollday Duty

1., In eemplisnce with Administrative Instruction Ko dated 25X

19 Degember 1950, the regular skeleten Staff required in the Administrative
cervices Division on Tundays and holidays, im addition to the usual
telephone operstors, chauffeurs, and couriers, will consist of the
follewingt

One Administrative Services Duty Officer (hereinafter
referred to as the A710) and ene Cecretarisl Agsistant,
1f deesed necessary.

One Raproduction Eranch employee capable of performing
d4itio, mimeogrsph and nhotostat work.

tne Trsnsportation Pranch employee capsble of Miﬂg
travel and transportation arrangenents which may ba
reqrired,

2, An A5T0 duty roster is attached for the peried 1 Jamusry 1951
through 31 ¥arch 1951, Duty rosters for the Reproduction and Transportsiion
employees will be prepared by the Chiefs of these respective Branches,
coples of which will % furpished the Administrstive Ofiicer, taminietrative
Services Divisiom,

3, The sdministrative Cfficer, Administrative Services DMvision,
will prepsrs & Duty Officer Book coataining instructions a8 to the sebjen
to be taken on days of duty, nsmes and howe telephone mumbers of Bragl
Chiefs, sssistant Franch Chiefs, and Chiefs of Zections. Coplss g ‘4’,,
duty rosters mentiomed im parsgroph 2 abeve will glse be incly 4
this book, The Duty Officar Bock will net contain information "" sifiedg,
sbove "Restricted" in order that it may be left at the 48 <t £ ,:;fmggi:%y
Chief, 'dministrative Services, on weskends and hollf yWath - g

i S

N

k., #8P0's will be loeated in Room 201 Hortd \*7"..3';“6—-:; gl}l’ ‘b 4 "‘- 21
the hours of Sundsy amd holiday duty will be from % P 100§
for which ovartime or heliday pay, whi chever JSbolli:I Lot Lauym 11, De i1,
The cquestion of s ecratarial assistance will be deterai s gh ’%4&
should be based on the necessity for sccomplishing Qgh'gp’ fﬁxﬁ/ﬁ“‘w 1ch
*e 0

he and the secrstarial assistant are primarily nonb YIRS
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S« Chiefs of Branches will imfora the ASDO prier Lo the duty day of
work to be performed and the persompel who will report for overtime work
ir their respective IBranches on that day. All Administrative Services
personnel working on Sundays er holidaye will ‘e expected to physieally
report te the ASDO or te eall him by telephone io advise of their presence,
This 18 neeesscry ir order that the ATNO will be fully informed of those

personnel who are available for work op these cecaw! ong,

€. Praach Chiefs and thelr assictants s 11l by arrvangeasnt between
themselves, be aveilable at t*dir homes for talsphone calls from the 2000,
One or the olher must always be availsble, In the swent it is necesgesry
to leave their homes, informstion should be available to whether or
not they are expected to returm or the telechone mumbers st which they
may be reached, 2°D0's will report to the Chief, Administrative Services,
ény oscasions on which Branch Chiefs or issistants could not be resched,
iny Administretive Services employse contertad hy the ASDO on & day of
duty and requested by the AP0 tereport for work wust de 80, Personnel

in 2]l branches will be so instructed by their respective fraseh Chiefs,

7o AFDO's will maintain a recerd of tha personnel raporting for work.
on each day of duty, and will seintain a list of problens which have erisen
&nd the telephons ¢3lls received, These reports will be £iled in s safe
place in scecordsnce with security regulstions until the mext day of repular
duty, at which time the reports will be turned over to the tdmindistrative
Officer, Administrative Services Division,

8, Exchences in assigned dates for funda: or holiday Auty batween
individuals may be msde by mutusl sgreement and notification to the
Admindstrative Officer, Zdministrative Services Division., However, the
psrson szgigned for the <ay of duty will be respongible for being sure
that hiz replecement attuslly reports for duty,

5« This memorandum will be cireulated te all marsonnel in your
Branches andt Initislled by them in order thet they will comnly with ine

atructions contained herein,

¥, L. PPFL
Chief, Administrative Ctaff
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